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Position Copy Definitions 
 

 
Dual Occupancy (D) 
 

The customer obtained approval to dual encumber a position because the primary holder (PCN = “C”) has been 
Detailed to another position for an extended period of time, or the primary holder (PCN = “C”) is permanently 
vacating the position (i.e., Retirement) sometime in the future and they want to ensure a seamless transition.  The 

following personnel actions are appropriate: 
 

● Temporary Promotion (non-Competitive) 

● Recruit/Fill (Competitive) 

○ Appointment 
○ Reassignment 
○ Temporary Promotion 

○ Promotion 
 
Career Ladder – Same PCN (G) 

 
An employee is eligible for a Career Ladder Promotion 
 

 
New PCN (C) 
 

Create a new PCN using a like position 
 
 

Reclassification or Position Change (R)  
 
To update/change the position attributes of an encumbered position, in order to process the following personnel 

actions: 
 
Note:  An “R” is used for reclassification actions. 

 

● Reassignment (same PCN, different PD due to Reclassification) 

● Change to Lower Grade (same PCN, different PD due to Reclassification) 

● Promotion (same PCN, different PD due to Reclassification) 

 
Exception to the above note: 

● Position Change due to Conversion to Appointment (same PCN, different PD) 

 
 
Detail Position – Same PCN (T) 

 
When an employee is being detailed to an encumbered/obligated PCN 
 

Note:  When the Termination of Detail is processed, the “T” position will automatically eliminate and be removed 
from the hierarchy.   
 

Note:  The Employee detailed to a (T)emp Detail - Same PCN (PCN Indicator ‘T’) will be displayed in the Position 
Hierarchy under PCN Indicators ‘C’ and ‘T’ 
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Detail Position – New PCN (T) 
 

Create a new PCN using a like position to be used for a Detail NTE personnel action 
 
Note:  When the Termination of Detail is processed, the “T” position will automatically eliminate and be removed 

from the hierarchy. 
 
Business Rule:  As of August 25, 2013, only the “T” Indicator will be allowed for Detail actions. 
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Copying a Position 

 

Navigate to Position Screen and find a Valid Active Position 

 

 

Depending on your responsibility select: 

Position Actions button 

 

OR 

 

Others button and choose the “Position Actions” option. 
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The Position Extra Information will populate for the selected Position 

 

 

Select one of the Position Actions 

 

 

 

Enter a value for the Effective Date, when the changes are effective.  

 

 

After entering the required changes select the “Submit” button. 
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A “Note” window appears which outlines the new position attributes (i.e., Position Title, Agency 
Code/Subelement, Position Description Number, Sequence Number, Position Control Number, Position Control 

Number Indicator). 

 

 

If there are no discrepancies, the position status will become Valid. 

NOTE: It is still the responsibility of the HR to verify the position information is accurate.  

 

 

If the validation process fails, you will receive the Note below.  Click the OK button.  

 

 

Click the Close button to return to the Position screen. 
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Click on the Validate button to receive the specific error message.  

 

  


